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Item Description 
No. 

Retention 

Acronym List 

• A&D- Aging & Disability Services 
• AAA- Area Agency on Aging 
• AAHI- Asian American Health Initiative 
• AAS- Adult Addition Services 
• ABH- Adult Behavior Health 
• ABHS- Access to Behavioral Health Services 
• ACCU- Administrative Care Coordination Unit 
• ADA- Americans with Disabilities Act 
• ADL- Activities of Daily Living 
• ADPIC/FAMIS- Montgomery County Government retired Financial System 
• ADRU- Aging & Disability Resource Unit 
• ADS- Aging and Disability Services 
• AERS- the Adverse Event Reporting System (AERS) is a computerized information 

database designed to support the FDA's post-marketing safety surveillance program 
for all approved drug and therapeutic biologic products. 

• AFDC- Aid to Families with Dependent Children 
• AFR- Assistance Request Form 
• AFS- Automated Financial System 
• AIF- Application Integration Framework (Client Database) 
• ALF- Assisted Living Facility 
• AMX- American Express 
• APC- Advance Practice Center 
• APP- Abused Persons Program 
• APS- Adult Protective Services 
• ARRA- American Recovery and Reinvestment Act /ARRAJ 
• ASC- Ambulatory Surgical Center 
• ASO- Administrative Service Organization 
• AVATAR- Medical billing software 
• BAITS- Budget and Information Technology System 
• BBP- Blood borne Pathogen 
• BHCS- Behavioral Health and Crisis Services 
• BPREP- Name of budget software used by MC 
• BRFSS - Behavioral Risk Factor Surveillance System 
• BTC - Break the Cycle 
• BUCS- Budget Update Control System 
• CAB- Community Action Board 
• CAMHS- Child and Adolescent Mental Health Services 
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• CAO- Chief Administrative Officer 
• CARES- Crisis and At Risk for Escalation Diversion Services (State Database) 
• CASCBS - Child and Adolescent School and Community-Based Services 
• CAT- Community Action Team 
• CATI-Computer Assisted Telephone Interview Software 
• CATS- Clinical Assessment and Triage Services 
• CAW- Contract Action Worksheet 
• CC- Crisis Center 
• CCATS- Childcare Administration Tracking Systems 
• CCMS- Community Case Management Services 
• CD&E- Communicable Disease and Epidemiology 
• CE- County Executive 
• CFK- Care for Kids (Montgomery County Program) 
• CHAN- Children's Health Alert Network 
• CHESSIE- Maryland Children's Electronic Social Services Information Exchange 
• CHIP- Community Health Improvement Process 
• CHN - Community Health Nurse(s) (Nursing) 
• CICB- Criminal Injuries Compensation Board 
• CIP- Capital Improvement Project 
• CIS - Client Identification System (part of CARES) 
• CJBHS- Criminal Justice Behavioral Health Services 
• CLIG- Consolidated Local Implementation Grant 
• CMT- Certified Medication Technician 
• CNA- Certified Nursing Assistant 
• COG- Council of Governments 
• COMAR- Code of Maryland Regulations 
• CON- Certificate of Need 
• COOP- Continuity of Operations Plan 
• CQI- Continuous Quality Improvement 
• CRES- Community Re-entry Services 
• CRF- Cigarette Restitution Fund 
• CRI- Cities Ready Initiative 
• CRS- Client Record System 
• CSA- Core Service Agency 
• CSA/SPM- Core Service Agency, System Planning and Management 
• CSPD- Comprehensive System of Personnel Development 
• CSS- Community Support Services 
• CWS- Child Welfare Services 
• CYFS- Children Youth and Family Services 
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• DACCT- Dedicated Administrative Care Coordination Team 
• DAHC- Dennis Avenue Health Clinic 
• DDA- Developmental Disabilities Administration 
• DEAP - DEAP Form 340 -Leon Hasnain-
• DESC- Developmental Evaluation Services of Children 
• DEWS- Division of Eligibility Services 
• DHHS- Department of Health and Human Services 
• DHMH/OA- Department of Health & Mental Heath Hygiene/Older Adults 
• DHMH/WAI-Wavier of Older Adults 
• DHR/CIS- Department of Human Resources/Client Information System 
• DHR/CSA- Department of Human Resources/Community Services Administration 
• DOCR- Department of Corrections 
• DTS- Department of Technology Services 
• DV- Direct Vouchers 
• EAFC - Emergency Assistance to Families with Children (State of Maryland funded 

grant) 
• ECS- Early Childhood Services 
• EMEAN- Eastern Montgomery Emergency Assistance network 
• ES - Emergency Services program or grant 
• ESSENCE-Electronic Surveillance System for the Early Notification of Community-

based Epidemics Software 
• EUSP- Electric Universal Services Program 
• EVRS- Electronic Vital Records System 
• EVS-Eligibility Verification System 
• FA- First Aid 
• FFI- Future Financial Impact 
• FFP- Federal Financial Participation 
• FIA IM Family Investment Administration Income Maintenance 
• FIMR- Fetal and Infant Mortality Review Board 
• FIP- Family Investment Program 
• FSS - Family Self-Sufficiency Program (HUD funded program that HHS does in 

partnership with Housing Opportunities Commission [HOC]) 
• FTHP- Foreign Training Health Professionals 

' • FY-Fiscal Year 
• GES- Geriatric Evaluation Services 
• GHC- Germantown Health Center 
• HAACP- Hazard Analysis Critical Control Point 
• HATS- An integrated management information system, maintained by the University 

of Maryland. 
• HB- House Bill 
• HBCW- Home and Community Based Waiver 
• HCFA- Healthcare Financing Administration 
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• HHS- Health & Human Services 
• HIDTA- High Intensity Drug Trafficking Area 
• HIMS- Health Information Management System 
• HIPAA- Health Insurance Portability and Accountability Act 
• HO - Health Officer 
• HOC - Housing Opportunities Commission 
• HOC- Housing Opportunity Commission 
• HSCRC- Health Service Cost Review Commission 
• HSS- Housing Stabilization Services 
• HUD- Housing & Urban Development 
• ICF-MR- Intermediate Care Facility for the Mentally Retarded 
• IEP/IFSP- Individual Education Plan/ Individualized Family Service Plan 
• IFSP Individualized Family Service Plan 
• IHAS- In Home Aid Service 
• IHAS- In-home Aide Services 
• IP- Individualized Plan 
• IRB- Internal Review Board 
• ISS- Individual Support Services 
• IT- Information Technology 
• JAS- Jail Addiction Services 
• JDE- J. D. Edwards 
• LEP- Limited English Proficiency 
• LHI- Latino Health Initiative 
• LICC- Local Interagency Coordinating Council 
• LMRC- Labor Management Relations Commission 
• LOC- Level of Care 
• LOCATE- Maryland State Dept. of Education software program- Locate Child Care 
• LTCF- Long Term Care Facility 
• LTL- Linkages to Learning 
• MA- Medical Assistance 
• MACHO- Maryland Association of County Health Officers 
• MALTC- Medical Assistance Long Term Care 
• MAPC- Medical Assistance Personal Care 
• MC- Montgomery County 
• MCC- Maryland Committee for Children 
• MCCATS- Montgomery County Consulting And Technical Services 
• MCCF- Montgomery County Correctional Facility 
• MCDHHS- Montgomery County Department of Health and Human Services 
• MCHP/FAC- Maryland Children's.Health Program/Family's & Children 
• MCITP- Montgomery County Infant and Toddler Program 
• MCO - Managed Care Organization 
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• MD- Medical Doctor 
• MDOA- Maryland Department of Aging 
• MEAP- Maryland Energy Assistance Program 
• MHA/OHCQ- Mental Health Administration/Office of Health Care Quality 
• MMAC- Maryland Medicaid Advisory Committee 
• MMSE- Mini-Mental State Exam 
• MNCPPC- Maryland National Capital Park and Planning 
• MOPP- Manual of Policy & Procedures 
• MOTA- Minority Outreach Technical Assistance 
• MOU- Memorandum of Understanding 
• MPRA - Maryland Prenatal Risk Assessment 
• MRSA- Methicillin-Resistant Staphylococcus Aureus 
• MSDE- Maryland State Department of Education 
• MT- My Turn 
• MUSST- Ministries United Silver Spring Takoma Park 
• NACCHO- National Association of County and City Health Officials 
• NIMS- National Incident Management System 
• NODA- Notice of Disciplinary Action 
• NOPP- Notice of Privacy Practices 
• OAS- Outpatient Addiction Services 
• OAW- Older Adults Waiver 
• OB- Obstetrics 
• OCOQ- Office of the Chief Operating Officer 
• ODO- Otherwise Disposed Of 
• OMB- Office of Management and Budget 
• OMS- Occupational Medical Services 
• OTHS- Office of Technology for Human Services 
• P&P- Policy & Procedures 
• PACS- Planning, Accountability and Customer Service 
• PAF- Personnel Action Form 
• PATH- Projects for Assistance in Transition from Homelessness (Federal Agency) 
• P-CARD- Purchase Card 
• PCIS-II- Provider Consumer Information System 
• PHS- Public Health Services 
• PIP- Performance Improvement Plan 
• PMF- Position Management Form 
• PMU- Program Monitoring Unit 
• PO- Purchase Order 
• POC- Purchase of Care 
• POMAS- Program Operation and Monitoring Activity Schedule 
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• PPEF- Performance Planning & Evaluation Forms 
• PQI- Performance Quality Improvement 
• QSR- Quality Service Review 
• RAP- Rental Assistance Program 
• REC - Recreation 
• RFP- Request for Proposal 
• RIG- Rabies Immune Globulin 
• RN- Registered Nurse 
• RRP- Residential Rehabilitation Programs 
• SAFE C- State of Maryland Home Safety Assessment Form 
• SAMIS- Substance Abuse Management Information System 
• SAMSHA- Substance Abuse and Mental Health Services Administration (Federal 

Agency) 
• SAS- Business analytics and business intelligence Software used for statistics 
• SASCA- Screening and Assessment Services for Children and Adolescents 
• SASW- Substance Abuse Services for Women 
• SASW- Substance Abuse Services for Women 
• SBHC- School Based Health Center 
• SCHN- School Community Health Nurse 
• SHES LTL- Summit Hall Elementary Linkages to Learning 
• SHRA- School Health Room Aide 
• SHRA- School Health Room Assistant 
• SHS- School Health Services 
• SHS- School Health Services 
• SLT- Senior Leadership Team 
• SMART- Statewide Maryland Automated Record Tracking system is a web-based tool 

that provides a consent-driven client tracking system 
• SMILE- Start More Infants Living Equally Healthy Program 
• SNHS- Special Needs Housing Services 
• SNP- Senior Nutrition Program 
• SNS- Strategic National Stockpile 
• SOC- Statement of Charges 
• SOPP- Standard Operating Procedures & Policies 
• SOR- Statement of Responsibilities 
• SORT- Senior Outreach Team 
• SP- Service Point (Homeless Client Software) 
• SPM- System Planning & Management 
• SPSS- Statistical Software 
• SS- Social Security 
• SSI/SSA- Supplemental Security Income/Social Security Administration 
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• SSS- Specialized Senior Services 
• SSTA- Social Services to Adults 
• SSTA/APS- Social Services to Adults / Adult Protective Services 
• SSTS- Social Services Time Study 
• STD Sexually Transmitted Diseases 
• STEPS- Statewide Evaluation and Planning Services 
• SW- Social Worker 
• TAD/CIS- Turn around document/Client Information SystemTB Tuberculosis 
• TANF- Temporary Assistance for Needy Families 
• TCA- Temporary Case Assistance 
• TCM- Targeted Case Management 
• TDAP- Temporary Disability Assistance Program 
• UMP- Urine Monitoring Program 
• UNITED- Unified Intake , Triage, Evaluate and Direct Services System 
• UOR- Under One Roof 
• VASAP- Victim Assistance and Sexual Assault Services 
• VITA- Voluntary Income Tax Assistance 
• VPI- Violence Prevention Initiative 
• VPN- Virtual Private Network 
• WAGs - Welfare Avoidance Grant (a grant that a TANF or TCA eligible household 

can receive instead of the monthly TANF/TCA grant if the customer can start or 
continue employment) 

• WORKS- Eligibility Software 
DGS 550-1A 
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Agency Montgomery County Division/Unit A D S 

Department of Health and Human Services Admin is t ra t ive Reco rds 

Item 
No. 

Description Retention 

1 - 1 

1 - 2 

Dietetic Internship 

Senior Nutrition Program 

Administrative - Dietetic interns from the University of Maryland and 
several other programs spend several days or weeks with SNP staff 
where they learn about nutrition and aging in the community. Records 
include powerpoint presentations, educational materials, and 
performance evaluations. 

Transportation Meetinqs/Policies 

Senior Nutrition Program 

Administrative - Meetings occur once per month between the 
Department of Transportation, the Recreation Department and Health 
and Human Services to discuss senior transportation to senior centers 
and grocery shopping. Records incude meeting agendas, policies and 
procedures, and ridership data. 

Non-permanent. Retain for 5 
years then screen annually 
and destroy all material not 
needed for the conduct of 
current business. 

Meeting minutes, agendas, 
policies/procedures, and 
annual reports are kept 
permanently. Transfer every 
5 years to the Maryland State 
Archives. Screen remaining 
records every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Department of Health and Human Services Admin is t ra t i ve Reco rds 

Item 
No. 

Description Retention 

1 - 3 

1 -- 4 

In-Home Aide Service (IHAS) Proaram Material 

Home Care Services 

Administrative - Includes program Standard Operating Procedures, 
program initiatives, client resource material, etc. 

Farmers Market Coupon Distribution 

Senior Nutrition Program 

Administrative - Farmers Market Coupon Distribution records- A limited 
number of free farmer's market coupon books were distributed to low-
income seniors in Montgomery County . The coupons could be used at 
farmer's markets in Montgomery County between June 1 and October 
3 1 , 2010. Coupon books will be distributed on a first-come, first-served 
basis at community centers around the County. These records track 
that distribution process. 

Meeting minutes, agendas, 
policies/procedures, and 
annual reports are kept 
permanently. Transfer every 
5 years to the Maryland State 
Archives. Screen remaining 
records every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Non-permanent. Retain for 5 
years then screen annually 
and destroy all material not 
needed for the conduct of 
current business. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. C1134 DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) Page 3 o f 180 

Agency Montgomery County Division/Unit A D S 

Department of Health and Human Services Admin is t ra t ive Reco rds 

Item 
No. 

Description Retention 

1 - 5 

1 --' 6 

Nutrition Education 

Senior Nutrition Program 

Nutrition education programs from a registered dietician are a required 
part of the Senior Nutrition Program. Records include descriptions of 
programs, handouts, and schedule of presentations that are delivered 
at senior centers and other lunch sites in the County. 

Proaram Manaaement 

Senior Nutrition Program 

Administrative - establish policies and procedures for Senior Nutrition 
Program that meet Maryland Dept. Aging and Older Americans Act 
requirements 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Retain policies and 
procedures permanently. 
Transfer every 5 years to the 
Maryland State Archives. 
Screen remaining records 
every three years and destroy 
material that is no longer 
needed for current business 
with the following exception: 
Transfer to the Maryland 
State Archive for permanent 
retention any material that 
serves to document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Item 
No. 

Description Retention 

1 - 7 

1 - 8 

Proaram Correspondence 

Senior Nutrition Program 

Administrative - Manage Senior Nutrition Program interactions with 
Maryland Dept. Aging, manage contracts for SNP 

Accreditation Record 

AERS Program 

Administrative - Adult Evaluation Review System Council on 
Accreditation record 

Contract records retain 5 
years or until all audit 
requirements are met, 
whichever is later, then 
destroy. Correspondence-
Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Item 
No. 

Description Retention 

1 - 9 

1 -- 10 

1 - 11 

Group Senior Assisted Housina Facility Enrollment 

Senior Community Program 

Administrative files detailing enrollment in group senior assisted 
housing facilities. 

Section operational and administrative records 

APS and Care Management 

Administrative - Program policy and tracking records, statistical reports, 
emergency preparedness, accreditation 

Proaram Statistics 

Continuing APS and Public Guardianship 

Administrative - Monthly Statistics include numbers of clients served, 
lists of guardianship clients, number of home visits made, new clients, 
terminated clients, etc. This information is required by the Maryland 
Department on Aging for funding. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Item 
No. 

Description Retention 

1 - 12 

1 - 13 

1 - 14 

Inservice Trainina 

Ombudsman 

Administrative - Monthly Inservice Training Content & Attendance for 
two groups of staff and volunteers 

Senior Care Statistics Database 

Senior Care 

Financial - Demographics/Services/Statistics to generate Senior Care 
reports 

Accreditation 

APS Program 

Other - Accreditations/SOPP/APS Manual 

Non-permanent. Retain for 5 
years then screen annually 
and destroy all material not 
needed for the conduct of 
current business. 

Continuous Record. Maintain 
as a perpetual file by updating 
when amended or revised 
and destroying obsolete 
material. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County Division/Unit A D S 

Department of Health and Human Services Administrative Records 

Item 
No. 

Description Retention 

1 - 15 

1 - 1 6 

Senior Care/SSTA/APS 

Senior Care/SSTA/APS 

Administrative and Other - SOPP's Standard operating policies and 
procedures 

Senior Nutr i t ion Hotl ine 

Senior Nutr i t ion Program 

Administrative - record of calls received, may include telephone 
number initiating call, length of call, response or other data. 

Retain policies and 
procedures permanently. 
Transfer every 5 years to the 
Maryland State Archives. 
Screen remaining records 
every three years and destroy 
material that is no longer 
needed for current business 
with the following exception: 
Transfer to the Maryland 
State Archive for permanent 
retention any material that 
serves to document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County Division/Unit B H C S 

Department of Health and Human Services Administrative Records 

Item 
No. 

Description Retention 

1 -- 17 

1 - 18 

1 - 19 

Senior Consultation Records 

Mental Health Services for Seniors and Persons with Disabilities 

Administrative: Consultations provided by Sybil Greenhut to A&D and 
other service areas. 

CJBHS - Performance Measures 

Criminal Justice Behavioral Health Services (CJBHS) 

Administrative: Monthly Management Report Data and the Annual 
Recidivism Program Measure for all three programs, Clinical 
Assessment and Triage Services, Communty Re-Entry Services and 
Jail Addiction Services 

Data Report Records 

Behavioral Health and Crisis Services (BHCS) 

Administrative: Monthly BHCS Chiefs Reports with program area 
updates 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Continuous Record. Maintain 
as a perpetual file by updating 
when amended or revised 
and destroying obsolete 
material. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County Division/Unit B H C S 

Department of Health and Human Services Administrative Records 

Item Description Retention 
No. 
1 - 20 Psychiatr ic Services Adminis t rat ive Records Screen every three years and 

destroy material that is no 
Chief Psychiatr is t longer needed for current 

business with the following 
Administrative: Correspondence, informational material, updates for exception: Transfer to the 
county psychiatrists. Maryland State Archive for 

permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

1 - 21 AAS - A lcoho l and Druq Abuse Admin is t ra t ion Records Screen every three years and 
destroy material that is no 

Adu l t Add ic t ion Services (AAS) longer needed for current Adu l t Add ic t ion Services (AAS) 
business with the following 

Administrative: Budget info, grant applications, strategic plans, exception: Transfer to the 
statistical reports. Maryland State Archive for 

permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

1 - 22 Direct Reports Meet inqs Records Screen every three years and 
destroy material that is no 

Behavioral Health and Crisis Services (BHCS) longer needed for current Behavioral Health and Crisis Services (BHCS) 
business with the following 

Administrative: Direct Reports Meetings: agendas, meeting summaries, exception: Transfer to the 
handouts Maryland State Archive for 

permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County Division/Unit B H C S 

Department of Health and Human Services Admin is t ra t ive Reco rds 

Item 
No. 

Description Retention 

1 -- 23 

1 - 24 

1 - 25 

Correspondence Administrative Records 

Behavioral Health and Crisis Services (BHCS) 

Correspondence pertaining to rountine matters handled in accordance 
with existing polices and procedures. May include incoming and 
outgoing letters, memoranda, notes, acknowledgements, notices, 
request from information or publications, enclosures, and attachments. 

CSA/SPM - Memorandum of Understanding Monitorinq Review 
Records 

Core Services Agency-System Planning and Management 
(CSA/SPM) 

Administrative: Invoices, Certified Annual Financial Reports, FAMIS 
and ADPIC documentation, emails, correspondance, Client list, 
Monthly stats, contract monitoring review, contract, 

Break The Cvcle (BTd/Division of Parole & Probation (DPP) 
Information 

Community Support Services (CSS) 

Administrative: Reports and correspondence with Division of Parole 
and Probation about client balances due 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County Division/Unit B H C S 

Department of Health and Human Services Administrative Records 

Item 
No. 

Description Retention 

1 - 26 

1 - 27 

CSA/SPM - Statistical Reports. Proarams and Outputs 

Core Services Agency/System Planning and Mangement 
(CSA/SPM) 

Administrative: SAS data, programs and output for BRFSS, CHIP, 
Contract Monitoring, County Consumer list, Hospital Diversion report, 
HIDTA report, State Mornitoring request, Blue Ribbon Task Force 
Report, RRP Wait List Data, CHIP Vitastats project 

Senior Mental Health Initiative Records 

Mental Health Services for Seniors and Persons with Disabilities 

Administrative: General information, email correspondence, and 
meeting minutes pertaining to Hoarding, Healthcare for the Homeless, 
Geriatric Behavioral Health Treatment Team initiatives. 

Non-permanent. Retain for 5 
years then screen annually 
and destroy all material not 
needed for the conduct of 
current business. 

Meeting minutes, agendas, 
policies/procedures, and 
annual reports are kept 
permanently. Transfer every 
5 years to the Maryland State 
Archives. Screen remaining 
records every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Item 
No. 

Description Retention 

1 - 28 

1 - 29 

1 - 30 

CSA/SPM - Data Reports - HHS Performace Measures 

Core Services Agency/System Planning and Mangement 
(CSA/SPM) 

Administrative: Headline Measures, GIS data, Report card, 
Surveys.SPM Quarterly and Annual Reports 

CAMHS: Appointment Schedule 

Child and Adolescent Mental Health Services - Outpatient Mental 
Health Clinic (CAMHS) 

Administrative: Calendar/appointment books and electronic record 
utilized to schedule daily client appointments. 

Token Distribution Loq 

Outpatient Addiction Services (OAS) 

Client, Administrative, Financial - Client names and amount of token 
received. Client signatures 

Meeting minutes, agendas, 
policies/procedures, and 
annual reports are kept 
permanently. Transfer every 
5 years to the Maryland State 
Archives. Screen remaining 
records every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Retain 7 years, then destroy. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County Division/Unit B H C S 

Department of Health and Human Services Admin is t ra t i ve Records 

Item 
No. 

Description Retention 

1 - 31 

1 - 32 

CSA/SPM - ADDeal/Complaints Records 

Core Services Agency/System Planning and Mangement 
(CSA/SPM) 

Adminstrative: Appeal packet, CSA approval and/or denial letters, MHA 
approval and/or denial letters, complaint letter, CSA determination 
letter, investigation review packet 

Senior Mental Health Correspondence Records 

Mental Health Services for Seniors and Persons with Disabilities 

Administrative: Email correspondence pertaining to Montgomery Cares, 
Mental Health Advisory Committee, Commission on Aging. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County 
Department of Health and Human Services 

Division/Unit BHCS 

Administrative Records 

Item 
No. 

Description Retention 

1 33 APP - Administrative Records 

Abused Persons Program (APP) 

Administrative: Monthly and annual statistics and narrative reports, staff 
and other meeting minutes, correspondence. 

1 - 34 CATS - Administrative Records 

Clinical Assessment and Triage Services (CATS) 

Electronic file containing, multiple folders: policy/procedure, forms, 
statistics, correspondence, clinical information, administrative tools and 
all relevant day-to-day documents 

Meeting minutes, agendas, 
policies/procedures, and 
annual reports are kept 
permanently. Transfer every 
5 years to the Maryland State 
Archives. Screen remaining 
records every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Meeting minutes, agendas, 
policies/procedures, and 
annual reports are kept 
permanently. Transfer every 
5 years to the Maryland State 
Archives. Screen remaining 
records every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Department of Health and Human Services Administrative Records 

Item 
No. 

Description Retention 

1 -- 35 

1 - 36 

1 - 37 

CSA/SPM - Health Care Quality and Correspondence 
Administrative Records 

Core Services Agency/System Planning and Mangement 
(CSA/SPM) 

Administrative: Office of Health Care Quality site visit reports and 
reviews, Office of Health Care Quality approval certificates, CSA 
support letters, corrective action steps, HUD correspondence, general 
correspondence 

JAS - Statistical Reports, Proqrams and Outputs 

Jail Addiction Services- JAS 

Administrative: MCCF Stats, JAS Stats, program measures and output 
for JAS/CRES/CATS 

CSA/SPM - 2002 Consumer survey Records 

Core Services Agency/System Planning and Mangement 
(CSA/SPM) 

Client: Residential services consumer satisfaction survey results 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Non-permanent. Retain for 5 
years then screen annually 
and destroy all material not 
needed for the conduct of 
current business. 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 
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Agency Montgomery County 
Department of Health and Human Services 

Division/Unit BHCS 

Administrative Records 

Item 
No. 

Description Retention 

1 38 

1 - 39 

1 - 40 

CCMS - Substance Abuse Services for Woman (SASW) 

Community Case Management Services (CCMS) 

Administrative: SASW co-occuring IOP (Intensive Outpatient 
Programs) curriculum/ SASW 

CJBHS - Policy and Procedure 

Criminal Justice Behavioral Health Services (CJBHS) 

Administrative: Generic CJBHS Program Policy and Procedure 
Protocols 

CAMHS: Electronic Clinic Reports 

Child and Adolescent Mental Health Services - Outpatient Mental 
Health Clinic and Home Based Team (CAMHS) 

Administrative: Reports that include intake, billing, referrals, 
discharges, outcomes, and productivity statistics 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Meeting minutes, agendas, 
policies/procedures, and 
annual reports are kept 
permanently. Transfer every 
5 years to the Maryland State 
Archives. Screen remaining 
records every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Continuous Record. Maintain 
as a perpetual file by updating 
when amended or revised 
and destroying obsolete 
material. 
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No. 

Description Retention 

1 - 41 

1 - 42 

1 - 43 

CSA/SPM - Site Visit Records 

Core Services Agency/System Planning and Mangement 
(CSA/SPM) 

Adminstrative: Program Improvement Letter, Program Improvement 
Plan, ASO and CSA assurance review packet, ASO report, CSA and 
ASO approval letters, corrective action letters, corrective action plans, 
quality assurance review packet, correspondence 

ABH - Proqram Administration Records 

Access to Behavioral Health Services (ABHS) 

Administrative: monthly statistics, staff productivilty numbers, policies, 
procedures, forms 

CSA/SPM - Residential Services Inspection Records 

Core Services Agency/System Planning and Mangement 
(CSA/SPM) 

Administrative: inspection form, licensing certificate, insurance 
coverage, heating and air-conditioning inspection, sprinkler inspection, 
fire marshal inspection, fire extinguisher certification, staffing 
information, client demographic information 

Screen every three years and 
destroy material that is no 
longer needed for current 
business with the following 
exception: Transfer to the 
Maryland State Archive for 
permanent retention any 
material that serves to 
document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Retain policies and 
procedures permanently. 
Transfer every 5 years to the 
Maryland State Archives. 
Screen remaining records 
every three years and destroy 
material that is no longer 
needed for current business 
with the following exception: 
Transfer to the Maryland 
State Archive for permanent 
retention any material that 
serves to document the origin, 
development, and 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Retain 3 years on-site, then 4 
years off-site, then destroy. 
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